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June 23, 2016 

MEMORANDUM FOR: PBS Office of Acquisition Management (PGQ) 

General Services Administration 
1800 F Street 
Washington, DC 20407 

FROM:    LaToya Coates 
    Contracting Officer 

SUBJECT: Designation of Contract Administrative Office (CAO) Functions 
for Contract No. GS-11P-14-YT-D-0320 / GS-11-P-15-YT-7001 
for Operations & Maintenance and Elevator Services 

Your office is hereby designated as Contract Administration Office for the subject contract(s).  In 
this capacity your office is responsible for ensuring that the incremental funding is obligated in 
accordance with the schedule contained in the contract for the term of the contract.  

The performance period of the contract is April 1, 2016 through July 31, 2016, with the possibility 
of no options remaining. 

Your office is to assign an Administrative Contracting Officer (ACO) with the appropriate warrant 
authority and provide the name of the individual to my attention.  

The assigned ACO is delegated the authority to take the following actions:  

a. To be thoroughly familiar with the incremental obligation/funding schedule of the 
contract and all subsequent changes to the schedule; 

b. To timely respond to the daily funds certification request report and to provide the 
timely approval of the scheduled obligation for all contracts identified in the daily 
funds certification report; 

c. To certify, to the Office of the Chief Financial Officer (OCFO), that the contracts in 
the daily reports should be obligated in the amounts specified in the contracts 
schedules; 

d. Establish liaison between the OCFO and the CO on all financial matters pertaining 
to the schedule.  

e. To forward a cc of the daily report email, approving the obligation, to the COs so that 
they can have for their contract file.

f. To notify the contractor, by email, of the availability of incremental funds, in 
accordance with the Limitation of Government’s Obligation Clause.
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The contracting officer is not authorized to take any other actions on this contract(s) which 
includes but are not limited to: 

a. The ACO is not authorized to make any agreements or commitments or to sign a 
contract modification thereto, which involves price, quantity, and quality or 
performance time. 

b. The ACO is not authorized to issue any Final Decisions under the Disputes Clause.  

c. The ACO is not authorized to terminate the contract under the Termination for Default 
Clauses. 

OAM may request to re-delegate contract administration by submitting a request for a 
modification as long as all the conditions stated in this memorandum remain in force.    

If you have any questions, please contact me at (202) 690-9498. 

Sincerely,  

LaToya Coates 
Contracting Officer 
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